
Per mit  Associate 
Location:  
Gallatin 

The  c ity of Galla tin is  acce pting  app lications for a  pe rm it associate . The  purpose  of 
this position is  to assists  the  pub lic  and  p rovide  te chnica l office  support dutie s 
re la te d  to  the  p roce ssing  and  issuance  of build ing  pe rm its.  

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

The following  duties a re  norma l for this posit ion. These  a re  not to be  construed  a s 
exclusive  or a ll-inclusive . Other duties ma y be  required  a nd  a ssigned . 

1. Re vie ws p lot p lans, p la ts, and  pe rm it docum e nts for pe rtine nt inform ation in 
orde r to  ve rify accuracy and  com ple te ne ss of inform ation. 

2. De te rm ine s pe rm it, p lan, and  p roce ss re quire m e nts for p rospe ctive  
app licants. 

3. Re vie ws build ing  p lans and  pe rm it app lications for com ple te ne ss and  
com pliance  with e stab lishe d  code s, ord inance s, polic ie s and  p roce dure s. 

4. Proce sse s pe rm it applica tions and  p lan intake . 
5. De te rm ine s p roce ssing  ne e ds for p roje cts. 
6 . Assists build ing  inspe ctors by pe rform ing  code  and  re cords re se arch and  

com piling  data . 

MINIMUM QUALIFICATIONS: 

• Bache lor’s De gre e  in busine ss or othe r p rofe ssional re late d  fie ld . 
• Must have  a  m inim um  of thre e  (3) ye ars’ re le vant e xpe rie nce  in 

construction/ inspe ctions e xpe rie nce , p re fe rab ly in an adm inistrative  role . 
• Must have  ce rtification as a  Pe rm it Te chnic ian through a  re cognize d  

ce rtifica tion organization within one  (1) ye ar from  date  of hire . 
• Must have  a  va lid  d rive r’s lice nse .  

KNOWLEDGE, SKILLS AND ABILITIES: 

• Knowle dge  of inte rnal and  e xte rnal pub lic  age ncy pe rm itting  re quire m e nts. 
• Knowle dge  of construction p lans, construction te rm inology, construction 

p rac tice s, and  basic  m ath. 
• Ability to  use  and  m anipula te  Microsoft Office . 
• Ability to  re vie w, inte rp re t, and  e xp la in writte n docum e nts 
• Ability to  use  a  com pute r and  re la te d  software  app lica tions. 

PHYSICAL REQUIREMENTS: 



This is  se de ntary work re quiring  the  e xe rtion of up  to  10 pounds of force  
occasionally and  a  ne g lig ib le  am ount of force  fre que ntly or constantly to  m ove  
ob je c ts; work re quire s c lim b ing , stoop ing , re aching , finge ring , g rasp ing , and  
re pe titive  m otions; vocal com m unication is re quire d  for e xpre ssing  or e xchang ing  
ide as by m e ans of the  spoke n word ; he aring  is  re quire d  to  pe rce ive  inform ation a t 
norm al spoke n word  le ve ls; visual acuity is  re quire d  for p re paring  and  analyzing  
writte n or com pute r da ta , ope ra tion of m achine s, de te rm ining  the  accuracy and  
thoroughne ss of work, and  obse rving  ge ne ra l surround ings and  ac tivitie s. 

WORK ENVIRONMENT: 

Works in an office  se tting , in ge ne ra lly com fortab le  cond itions.  

Ple a se  a p p ly online  a t  the  City of Ga lla t in:  h t tp s:/ / cog se lfse rve .g a lla t in-
tn .g ov/ e ss live / Em p loym e ntOp p ortunit ie s / Job De ta il.a sp x?re q =813&sre q =2&for
m =GEN&d e sc=PERMIT%20ASSOCIATE%20-%20CODES%20DEPARTMENT 

The City of Ga lla t in is  a  d rug-free  equa l opportunity employer, with policies of non-
d iscrimina t ion on the  ba sis of ra ce , sex, re lig ion, color, na tiona l or e thnic orig in, a ge , 
d isa b ility, milita ry service , or polit ica l a ffilia t ion. 

In complia nce  with the  America ns with Disa bilit ies Act, the  City will p rovide  
rea sona ble  a ccommoda tions to qua lified  ind ividua ls with d isa b ilit ies a nd  
encoura ges both prospective  a nd  current employees to d iscuss potentia l 
a ccommoda tions with the  employer. 
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